DIRECTORATE OF ADVERTISING AND VISUAL PUBLICITY (DAVP)

. GOVERNMENT OF INDIA

{Guidelines for Printing/Distribution of printed publicity material

through Mass Mailing Wing of DAVP, approved by the Ministry of

Information & Broadcasting vide I.D. No. 1/24/2006-MUC dated
14.06.2006)

1, The Mass Mailing Wing under the Directorate of Advertising &
Visual Publicity undertakes the distribution of the publicity
materials on the basis of instructions of the client Department
and/or as per the campaign requirements through the
headquarters located at New Delhi and Regional Distribution

Centres at Kolkata and Chennai.

2. The Printed publicity material distributed through Mass Mailing
Wing includes publicity materials pertaining to the policies,
programmes and achievements of the Central Government
with /without photographs/messages of _the Prime Minister/

Ministers.

3 These guidelines shall be applicable in respect of all printed
publicity material and shall come into force with immediate

effect.

4, The Mass Mailing Wing shall categorize regular distribution
work and maintain standard mailing lists for distribution_of
such materials viz. PM speeches etc. which shall be reviewed
and updated periodically. All the categories of printed literature
shall have specific numbers prescribed for each mailing list.
The broad categories are given in Annexure-I.  Standard
distribution pattern of PM speech series covering Hindi/non-
Hindi States for material brought out in Hindi/English and
break up of distribution for VIP categories is as per Annexure-II.

S. In case of distribution being undertaken on behalf of client
Ministries/Departments etc. the mailing list should be obtained
in advance before placing print orders.

6. The Print orders should be decided strictly on the basis of the
mailing list:and actual requirements, as indicated by the client

Ministries/Departments.

T The distribution of printed material shall be done strictly on the
basis of mallmg list finalized before placing the job order.

el ff=



10.

11.
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13.

Bup 5
In case of departure from the standard mailing list requiring
adcitional copics to be printed, DAVP shall get clear writlen
orders, duly signed by the Competent Authority from the
clients, including VVIP/PMO/MIB, ctc.

A Comrmittee under the chairmanship of Joint Director (Printed
Publicity) with Joint Director (Campaign Coordination) and
Joint Director (Mass Mailing) as Members shall function in
DAVP to assess all additional print order requests in excess of
the standard/approved mailing list for taking a final view on
receipt of written requests from the chients

Ministries/Departments/PMQO/MIB etc.

DAVP shall not place print orders once the Lok Sabha is
dissolved and elections become due. The distribution of
publicity material shall be put on hold, in the States/Union
Territories where assembly election have been notified and
model code of conduct has come into force, till such time when

the election process is complete.

Translations, printing and dispatch schedule shall be carefully
worked out to avoid delays and consequential redundancy of
the literature, keeping in view the additional time taken for
language translation and consequently printing and dispatch.

In" case of distribution undertaken by the client itself, the
delivery shall be made directly at the .premises of the client if
desired. Alternatively, if the material is received in the Mass
Mailing Wing, it shall be distributed within a period of three

‘months.’

No distribution material shall be retained in the Mass Mailing
Wing for more than six months, after which all such material
shall be destroyed, except for the record copies after -being
considered by the Committee as mentioned in Para 9 above, for
making recommendation and following due procedure for
writing off losses thereafter. In case of the distribution material
pertaining to = the client Ministries/Departments, the
recommendations of the Committee may be forwarded to the
concerned Ministry/Department for taking a final view in the

matter.
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. MAGZS MAILING WING

INTRODUCTION @

e e S —a

The Mass Mailing Win: rzcoiv s nrinted publicity material
like booklets, folders, posters, tin rlates, Cinema slides
2tc., produced on bchalf of various clisnt Ministries/
Departments and or¢anisations. The distribution of these
publicity matarial are undertaksen on the basis of instrictions
of thz client department and/or as per campaicn requirements,
It functicns from Headquarters at New Delhi and Recional
DistributiZon Centres at Calcutta and Madras. The rrimary
funeticn of the Rocional Distribution Centres are t- receive
the printed publicity material and to distribute/despatch
them as p-.r instructions from the Headquarters. The Head-
vuarters office at Noew Delhi, besides handling¢ the receint
for overall w»olicy planninc about distribution of publicity
material, research into tarcet audiences, maintenance and
procurement of mailing addr®sse= and providinc necessary
cuidelines to the Regional Distributions Centres as well as
to campaicn Wing/clicnt departments about the e ffective arcas
of distribution for various typcs of publicity material. On
an averace about 2 to 3 crore pieces of printed publicity
matzrial are distributed annually, mostly on Direct Mail
rattern. 2As per 6th Plan tarcet the Mass Mailing Winc has
nrocurad 1,5 million addres ‘es- which are maintained on
cemputer. Hindi addrescss are maintained on Bradma
addrassocraph plates. The addres<es have been catecoresed

ith a lik¢; mere-than 509 . targoet. gudience groups to meet
demands of various campaigns,

2. _ORGANISATIOUAL SRET-UT:

The Mass Mailing Wing is headed by Joint Director at
New Delhi., He is assisted by one (1) Distribution Manacger, .
one (1) Programmer and five (5) Asstt, Distribution Officers
at Hoadquarters, and Asstt, Distribution Officers, one at
each of the two R.D.Cs.- one at Calcutta and one at Madras
respectively. While Regional Distribution Centres operate
on the basis of specific instructions received from the
Headquarters from time to time, the work set up at Headquarters
has been divided into six (6) distinct sections as undzr:-

a) General Idministration and Co-ordination
b) Planning

c) Despatch

) Stores
e) Rescarch and Procurement
£) Electfonic Data Processing,
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(Refer annexure I for organisational chart)

3. ROLE AND FUNCTIONS OF MAS™T MAILING "ING

The basic role of Mass Mailing Wing is:-

(1
(ad)

(1143

Major

(1)

(ii)

teo maintain and update a mailing list containing

1.5 million adédresses,

receipt of »ublicity material frem nrinters,

distributicn of publicity material to anpropriate
tarcet audience categories.

functional details are:-

Mailing List - maintenance & updatation:-

Existing addresses are required to be reviewed
peridocially with the 'source' by correspondence
~ and where possible by personal visits by T.A.
(Audience Research). Derisdicity of review
depends on the nature of categories and/or as
decided by DD v from time tc time. Updatation
is a continuous process and daily review of
undelivered mails are also necessary for corrections
or deletions as the casec may be. T.As are also
required to research for new target audience areas
for inclusi 'n of those addresses in mailing list.
211 updatations and/or inclusions in mailing list
are done throcuch an arrrovad date-in-put format
(annexure XXI) for wiich Jr.T.As (Coders) are
rtecifically dehloyod

Receint of yublicity material - Publicity Material
is received from the printers zt headguarters at

New Delhi -as pzr well defined drill wvide office

order No.41/15/79-Dist: dated 30.7.79 issued uvnder
sitnature of the then Joint Director, Sh. K.G
Ramakrishnan (Annexure II). The proceddres for
2ceipt of publicity material from rrinters at

RDCs were laid down vide office crder No.41/15/79-

Dist, dated Sept.8,1981, issued with the ap-roval

-f the then Dlrect*r, shri P.r Bharthakur (Annexure
III). There is no particular drill for storace

cf the publicity mat:rial, excert that these are

tc be ncatly stockaed, lancuace-wise, & job wise,

to avoid mixing up, until thesc are taken out for

despatches. :
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(EELO Distribution of nublicity r matcrial

W v e e

There is no standard distributi-n pattern for each
individual as such job demands a fresh pattern to be
drawn un» cn the basis of cnmﬂnl cn needs and tarcget
readership,

The distribution of nublicity material is uncdertaken
as per instructicns recclved from Campaicn wing and/
or Director and other senior officers. The drill is
like this:

As soon as a Campaicn Officer 1n1t1atus a print job,
he is reguirzd to send a Campaicn Note to the Mass
Mailing Wing indicatin¢, tyre of print job, lancuaces
in which it is being rrinted, lancuace wise nrint
order, place or places of printinge (if nossible) and
specific distributicn instructi-ns aloncw1th addresses
in ase of client jobs wna/ar clear indicatior~s about
the categcries of tarcet audiences to be covared,
particularly in resrect of Ministry of I & B jobs.

The note received from Campaicn Wing is processed in

the Planning Secticn of Mass Mailing Wincg to work out

a Getailed daspatch plan, by way of selec:iinn of

target catecories Nhﬁr>ever necessary, indicating
addréss—wisc allocation of coples vis-a-vis prlnt order.
The Planning Section is required to get each Individual
Despatch Plan apyroved from DM °©° ' and in certain
cases, where policy decisions are involved, frem ID/ 1y

After the Individual Despatch Plan is apnroved, the
Planning¢ Section senjs out necessary despatch
instructions, alcng with mailing addres-es, to Desratch
Section at wadqunrturs in case to print material

buinge produded at New Delhi, or to Regional Distiibut.icon
Centres concerned@ where the »rint material are uncder
preduction, at mlaces other than Hegdquarters.

The Despatch Secticn at Headquarters and the RDCs
thereafter despatch out the material as per iInstructi.ons
received by them,

MORKING OF SECTICNS

et R

a) ®eneral ﬁdministrﬂtiwnv and coordination section

Headed by 2D0O, as igtﬁd by a D... and other

sumoring staff, this Sectisn looks after all the aswects
of ceneral administratisn pertaining to headquarters and -~
co=-ordination ith the activities of the RDCs. The turviewr

of

activities include c(eneral 1cmin1atratlon, Five Year Dlan

rropesals, budget provisions, audit requirements, 2nnual
performance runﬂrt maintenance of all tvpaes of statistical
cdata etc. This Sucti;n is required to ccnsolidate wark
reports from various other Scetisns for submissic n of
Monthly Reports to the Ministry (ﬂnn“xurm IV) and tc the
Cabinet (\nnexure 3743 )
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One major area of work for this Sectisn is to process
thea requisitions for wall Calendar andé Encgacement Diary from
vnrious Ministries/Departments and work out a Distribution

patternas per guigelin;s aprroved by hhe Ministry of
Tnformation & Broalcastinc on file N~.10/8/86-MMI-GC
mnexure VI),: 2n ad-hoc Distribution Cell is also attached
to this secticn to handle individual /ad-hoc requests for
rublicity material from members of public as well as from
institutions and or¢anisati-ns.

B0 Planning Section - Headeld by 2D0, assisted by DA and
other sup- orting staff, this Section processes the
Campai¢n Notes received from Campaign Wing and works
out the Individual Despatch Plan toc be submitted to
DM and/or to JD/DG if so regquired, for approval.
2fter the approval of the Individual Despatch Plan,

r"requisition is given to the Programmer-in-Gharce, EDM™
Centre, for printing of adlresses, indicating the
categories and the code number. There is no particular
format for placing of such requisition - simrle note

is sent aloncwith a list of categeries with code number
duly indicated acainst cach. It is very important to
indicate correct code numb:r, since the Compiter and
Bradma Units ‘maintain the mailinc list on code serial
only. Wrong dndicati-n of code number will result into
printing of unwanted catecories of addresses,

The Section thereafter sends otit a desratch
instructions, accompanicd by printed addresses, to the Desmnatch
Section at Hcadquarturs or to the RDCs, as the cases may be.
Before sending the despatch instructions the DO will have
to check up the place of preduction from the Printer Publicity
Jlnc, if the information is not provided by the Camnaicn Winc.

Procedurely, T Wing is required to furnish the information
At the time of finalisation of the printing work, as a matter
of routine (Para 7 of andexumre II): ifter the distribution
work is over;, the Section is regquired to submit a Completion
Report to the Campaign Winc (Mnnexure VII).

c) Despatch Section - Headed by 7DO, assisted by two D7
and other suprorting staff, this guctian is required
to undertake despatches by varicus modes, Viz., direct
mail, bulk by Regd. Post/Rail/air and lecal delivery
as the case may be. On receiot of despatch instructions,
the 7DO is required to throuchly examine the distribukion
list, check it up with mailincg addresses and work out
the details cf despatches, vix, mode of despatch, assess-
ment of packing material derending on mode of macking
and allocation of rackin¢ duties to packers. Therzafter,’
requisitions for pring matorial, vtcking material and
service postage stamms, if requlrc( are placed with .
stores sccticn on arproved requisition slips (mne sxure
VIII, IX, & X resvectively). Dracking jobs are alloteed
tc ?“kc(rg AS per norm as examined and aprroved by the
IWSU (Annexure XI). after desratches are completed,
entries are made on Dublicity Material Despatch Recister
(rnnexure XII) scrvice Dostacc Stamps, - 2 Job Completion
Report is also sent to Planning Sectisn (2Annexure XIII).
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&) atores Section - Headed by 2DO, assisted by Storekeeper
Ind othor suprcrtinc staff, this Section receives
nublicity material as peor a weéll laid out drill
(Annexure IT), stacks them jobwise and lancuage wise
and issues the material to the Despatch Section against
specific requisitions. Immediately on receint of tho )
material from rrinters, an intimation is sent to - ey
DM and other conc - rned sccti~ns (Znnexure XIVv) to kesen
them inf.rmeé about the latest receinpt position. Before
stackinc the material in the appropriate place in the
Store room, the guantity is verified by the Storekeeper
on a Dhysical Verification Chart (annexure xv), and
shortace /excess position is duly reccrdad on the printers
suprly challan. The Physical Verification Chart' is
then kent in ‘the concurned job file of the Storcs Secticn
for future reference, All receints are recorded in an
aprroved Daily Receipt Register (annexure XVI), and
thereaftey entered into a stock Lodc¢er (annexure XVII),
indicatirg folic number on Daily Receipt Register. All
iscues -ar- entered in the st-ck Ledcer on the basis of
Indent Slips. Publicity material is issued for despatch
only. after the material is "Okayed" for despatch by the
Printed Publicity wing duly anthenticated by sicnature
on the Daily Receipt Register by authcris:d representa-
tive of the Printed DPublicity wWing (Paras 8-11 of
annexure II). After the entire quantity of a particular
job is received an acknowledc¢emecnt is sent to PP Wing
( Annexure XVIII) indicatinc actual quantity received
against Print Ordor guantity.

This Sectisn also maintains stocks of various kind
of packing¢ matezrial, including envelops: and service nostace
stamps. While packing mataorial is obtained through Purchase
and Stores Secti-ons of tre Establishment Branch, the sService
Postace Stamps are obtainad through Cash gzcticn of the
7pccounts Branch. Stock nosition of t!ese items are maintai-
naed by Storekeeper on a plain register, indicating receipt
anl issues from time to time. 21l ledgers and recisters are
to be reriddically checked by the 2DO as r r audit requircme-
nts.

711 undelivered mails ard also received by the Stores
Secticns and a statement (annexure XIX) to that effect
is submitted daily to the R&DP Section (Research and
Procurcement Section) te examine the reasons for undeli-
vered mail and/or to correct or delete the addresses,
as may bhe required.
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Y, Central Recistry, l.e. 4 record room bf publicity
items receivad in Mags Mailing Wing, is also attached
to the Store Scctizn. On receipt of ~ublicity items,
record conies ® 50 copies each “L Errclish and Hindi
items ancd 10 conies each of reginnal lancuage items

are kept apart for the Central eci“try; Reccord copies
are maintained/Ministry/cli=nt wise :

\

3 1
Resecarch and Procumement — This section, ecnsisting of

a toam Of Technical 7ssistants (audience rasearch) and
Junior Technical assistants (coders), ‘ds responsible

for maintenance of 1.5 millin mailinc *addrgsses,
procured and procure” fresh mailing addr:sses of various
target audience’ and update them from time to time,

The Technical 2Assistants are required to maintain a Loc
Book (annexure XX) in resrect of the categories of
addresses bhoing handled by them, to indiCﬁte the number
of addresses included/deloted etc. from tame to timu.
The addrésses are mwintalnad on computer in the cas

of BEnglish lancuace addresses and on Bradma addresso-
craph plate in respect of Hindi lancuace. For purposes
of inclusion of addres=zes on Computer of Bradma swstems,
all the addresses are duly coded and instructicns are
issued to Electornic Data Processing Centre on a Data-
in-put format (ann:xure XXI). The coding¢ norm is 100
addresses par coder, per day.

L]

Pericdical research/revisw cf addressaes are undertaken,
under the direct guidance of DY | for inclusinn of
new categories of addresses and for updatation. The
sole cbjecti e of inclusion of addresses in mailing
list is disseminaticn of informaticn to general rublic
through orinionsleaders, aducational institutions and
other sncial and corparate bodies, both in public zad
private sectors. )

Electronic Data Proces:= inc Centre - This Centre,
consisting of a full fledged Mini-computer Unit and a
Bradma adéressograph Unit, is sunervised by the Progra-
mmer, as isted by a Data Processinc¢ Officer and a Bradma
Supervisor an? othi:r sup;orting operational staff. The
basic funetion is to process the in-put data from R&PD
ecti n, maintain the data on tape (in Computer Unit)
ﬁnﬂ cn plates (in Bradma Unit) and provide the print-outs
a5 and when demanded by uscr sectirns/officers. The
norm for key to flomy for Data Entry Operators is
100 key depressicns per minute, and embossing of 70
rlates rer aAdiressocraph Operator per day.,
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Regional Distributicn Centres - Headed by 2D0, assistad

-

by DA .Aand cther suprortinc staff, the RDCs operate cn

the basis of specilfic instructions receivdd from
Headquarters from time to time., The basie functions

are as that of headcuartors, viz. to receive the
rublicity material from printers/talstore them lancuage
wise & job wise and to distribute the publicity material
as rar instructions receivadd from Headgquarters. 2As
recgards receipt cf the rublicity material, procecdures
were laid down -vide office ord:r No.41/15/79-Dist.

dated Sept. 8, 1981 (annexure III). On completion of
despatch work for a print job the RDCs are required

to submit a Completion. Report (annexure XXII) to the
Hecadquarters. nOs regards day to day progress of desmatch
work the Centres are reguired to submit to headquarters
Weekly and Mcnthly repcrts on anrroved format (annexucre .

XXIIT) & XXIV rospectively).
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2NNEXURE - IT

e

Procedure for receipt »f Dublicity material foom
printere at Headquarter vide office order No.-41/15/
79~Dist. Dated 30.7.7S.

cwmeia N E e - ——

e r_*\The Printers should deliver the publicitv material to
the Storekecper in the Mass Malling Wing before 3,00
p.m. on working days. In case some urcent publicity
material nzed to be delivered after 3.00 p.m. prior
information should be civen by rrinted publicity branch
to- the Distribution Manacer, In case of bulk surrlie’s
of 25,000 copies and above, this should be sent in the
forenoon and will not be accepted after 12 nonbn.

2. The yprinters are required to make the bulk surrlied:
only on receipt of amproval of the advance copies from
the Printed Tublicity Branch., Due informaticn about

the aryproval of the advance conies should also be

given to the Mass Mailing Winc¢ at Headguarters/RDCs to
cnable them to acceprt the bulk supmlies. In the absence
of information about the arroval of advance copies,

the storek:eeper may refuse to accept the bulk sup lies
from the printers.

" Ws aH oA i ' ' ' . o
3a Responsibility for delivering materials in good

condition rests on the printer. The printer should
always send a poerson who will have the authority and
competence to accept the receipted challan. The
printer shnuld ensurz that language versions do not
cet mixed up and each bundle/packet carries a label
indicating:-

{1) Title of Jjob

(2) Lancuace

(3) Nc. of copies in the bundle, and

(4) Name and full address of the printer with telenh-
one number,

et

standardised Pagking -

To facilitate handling and counting of matzrial the
quantity and mode of packing has b.cn standardised as under.
Material should - be packed and. sur—lied accordinc¢ly.
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Item 8ize No, of copiss Material to
to be packed be used for
in each bundle nacking

Posters 76cm x 102cm 250 Extra thick

(30" x40} Braft paper
76cm x Slcm 250 Thick kraft
(20" x 30".) Paper
25250m =-8em 500 - do -

(10n b 15:!)

Folders/Booklets 500 = do =
Brochures(Zccording to Volume) 50/100 - do ~
Diaries 10 - do -
Calendars 25 - do -
Match Box Labels 8000 - do -

Prestigious items, printed on art paper, should
necessarily be packad in water proof kraft paper.

4, The Mass Mailing Wing would receive the publicity mater-
ial ‘along with relevant challan, in triplicate. The challan

would clearly mention:— (a) oricginal cory (b) duplicate copy

(c¢) triplicate copu.

5 On receint of the su~1li s from rrinters in the Stores
Section of the Mass Mailing wWing, all the copics will be
ccunted by the Storekcemer with the help of the trained
packers, in the presence of the autherised representatives
of the printer, who should accent the result of the rhysical
counting. (The result of the ccunting should be recorded by
the Storekeerer under his si¢nature, ccunter-si¢ned by the
concerned DO, on all the cories of the Challan).

6. The Third Copy of the challan will be returned by the
storekeeper to the printer's representative on the spot,
acainst sicnature indicatinc the actual quantity received,
and with the rubber stampe: 'Subjcecct to clearance by Product-
ion Branch' (The Printer's representative will obviously,
have to wait for the duration of the counting). The original
cony of the challan, indicating the details of receipts, will
e immediately sent to Jojint: Director (Frinted Publicity).
The duplicate cory of the challan shall be retained by the
storckceper for record, The printers need not attach conies
nf challan with the bills,
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To faeilitate proper checking of the quantity of the
publicity matzrial by the Storekseper, in future, instead
of one copy of the print order two coples of the rrint order
should be sent to the Mass Mailing Wing, by the Pr.M .concerned
s one copy 1is required by the Planning wWin: of the Distribu-
tion Branch for preparing distribution list. To effort should
be to issuu the print crder as snon as the tender has boen
finalised.,

84 Immediately after the receint of the publicity material
by the storekeerer, an intimaticn should bz sent through a
reical messanger, tc the *roducti: n Branch. Sicnature of
Pr.M or a perscon authorised by him should be obtained as a
procf regarding the ecceint of information from the Mass
Mailing wWing.

9. The Irinted Publicity Wing/Outdoor Publicity wing should
ensure that the clearance is issued in writing to the Mass
Mailing Wing¢ within 48 hours of the receirt of information
The Mass Mailing Wing wbuld not undertake distribution of the
material unless such clearance is civens In case the 72DO
incharge of Despatch/Stores, @does not receive the clearance
from the Printed Publicity wing or oOutdoosr ublicity wing
within twe days, he should bring the fact to the notice of
Distribution Manacer, “':7 ', who should send a note to the
Director.

10. when the Clearance is not «iven by Printed Publicity/
Outdw - r Publicity Wing within 48 hours, it is obhligatory for
them to give in writing to the Mass Mailinc winc that for
policy reasons or otherwise the clearance is delayed. The
Printed Publicity wWinc/Outdoor Publicity Winc should also
suitably inform the concerned printer,

¥1l. On checking, if the copri s are found defdective reguiring
sorting¢/ccrrectisns etc., Deputy Director (Printed Publicity)
an.l Outdoor Publicity) shculd immediately intimate the
position in writing to the Printer, with a copy to the Mass
Mailing Winc. The responsibility about sorting out of
defective copies will, however, remain +ith Deputy Director
(trinted Publicity)/ (Outdsosr Publicity) who will bring the
matter to the notice of the Diroctor. In case the sortinc

is done by the Frinted Publicity/Outdoor Publicity Winrs
themselves, the conclusiosns of the Deputy Dircctor (Printed
Publicity)/(Outdoor Publicity) will have the discretion to
cancel the job and recover the cost of Government raper and
recollect the entire input material sup-li=d, from the printer.
In such eventualities, Director's orders should be obtained.
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125 The Recional Distribution Centras ghould“be %ngr?ctaa
atleast once a year by Deputy Director (Prlnted_Lu?llcliy

and Deruty Director (Mass Mailing), so that their trgb%;@;
can be stujidied on the spot and steps taken toiremovb ';lr
difficultics. Conference of RDCS should alsc be convened
occasionally to discuss the common rroblems.

ZNNEXURE III

procedure for receipt of Publicity
material from rrinters at RDCs, vi@e
~ffice order No.41/15/79-Dist,Datec
Sert.8,1781

PEESm—— S

14 As snon as the A.Pr.M, is aware about the jcbs
which are likely to be printed in the region concerned, he
should nass ¢n this information if possible at that stage
with print order, quantity and language break UP to the
concorned ADO. As far as possible a tentative date of - —~ 1
supnly of bulk stock shouldl also be indicat d by the h.Pr.
M. Final Print Order is to be confirmed by Printed Publicit
Outdoor Publicity Wings at Headquarters. :

Zs On receirt of intimagion about a print order etc,
from the A.Pr.M. -the 2DO should immediately work out his
despatch scheduls 2nd cet in% . touch with the Planning
Section of the Mass Mailing Wing at Headguarters for
distribution instructions and mailing addresses, if not
already received by him.

3. The printers while making bulk supr-lies to RDCs
should come up with delivery challans, in triplicate. The
..Pr.M, may advise the printer concerned to surrly the
material throuch an authoriscd representative of the Printer
who should accept the result of rhysical checking to be
undertaken by the 2D0 at th: time of g¢giving delivery. A.Fr.
M. DDC /say issue necessary instruction to local printers.

4. On receipt of the material from the printer the

20 should immediately chack the mantity and vacking etc.

in the presence of the printzr's representative and racord
his observatisn i.c. number of conies actually receivad etc,
on all the copies of the challans and get the challans count-
ersigned by the printer's representative,
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5 One copy of the challan may be returned to the
prrinter's representative on-the-spot with the remark "Subject
to productiocn clearance". The seecond cory has toc be passed
&n. to the A.Pr.M. RDC immediately and 3rd cory shall bhe
retained with the 2DO for his ledger rosting ete.-

6. A cony of the challan received by the 2.7'r.M. may
ba forwarded by him in due course to the Headguarters along-
with his comments about the quality of printing, raper etc.
for precessing payment of the printer's bill.

T Immediately on receipt of the material from the
nrinters the 2D0 shoull- send a note to the A.rr.M., indica-
ting the quantity and the challan for okayinc the material
for distribution, The A.Pr.M. should clear the material
within two workinc days from the date of receint from the
»rinters, and if some reascn or the otber, he is not in a
positicn te clear the material within the stipulated period
the A.Pr.M. shculd intimate the position in writing to 2aDO.
If no communication is received from the A.Pr.M., the matter
may be brouch to the notice of DD(MM)/DM by ADO.

8. s far as possible all reports about non or short
receipts, defective packing ete. shculd be reported to A.Pr.
M. concerned in writing. If for any particular reason roy
circumstances, the ADO is required to contact the printer
cdirectly he should subsequently intimate the position/
situation in writing to A.Pr.M.

9. In case of A.Pr.M./2D0 procecdinc¢ on leave/tour,

if the other officer is requirzd to look after the functic-ns
of A.Pr.M./7D0 an administrative order tc that effect may

be issued by the competent authority at hecadquarters each
time the A.Pr.M,/2D0 rrocezds ~n leave/tour.

NOTE:- The post. - f Director has bccn upgraded to Director
Gencral, The post of Deputy Director (PP) has been
redesignated Joint Dircctor (PP). The post of Deputy
Dircctor (MM) has been abolished,

Contd...223
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ZANNEXURE IV

P N

Format of Secticnal Monthly Report

e B e v

Directorate of Zdvertising & Visual Fublicity
Mass Mailing Wing

~

Sub ject :— Sectional Monthly Report for the menth
of 198 .

During the month of : y Mass Mailing Wing
distributed =) ~~  copies of various types of
printed Publicity materials uncer media suprort to the -
nati-nal campai¢ns detailed bzlow:-—

2.NO. WLamoaien Lancuage/Quantity  Coverace
1 National Interraticn
2. 20 Pt. Programme
L1 National Education
Pclicy
4. Family wWelfare &

Populaticn Control

o — A T S— L T . . - - S S -

one co~y cach of these publicatizns is enclesed for reference.

Distribution Manager

zstt .Director (Coordination) PTI Building
DAVE , 1.0 Mo S 5

Contd,224
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. ANNEXURE V

Format of Monthly Report for Cabinet to 2Asstt. Dir, (Co-crd)

—— i — o —

Directorate of ndvertising & Visual Publicity
Mass Mailing Wing

Sub ject :~ Mcnthly Report for Cabinet for the
Month of _ ) o i ok

During the month under review Mass Mailing Wing received
copias and distributed S _ Copies of various
types of publicity materials.

HICHLIGHTS OF F 2ACTIVITITES

B e et e e e v . N

a) Distribution of Publicaticns during the month
covered . —

Besides some miscel aneous de :spatches of assorted materials
against individual requests.

b) €onsicnments dsspatched for above hub11c1ty materials’

during the month included direct/mail /book
rost Oackots - o] Rail Consignments
Regd, Parcels Alr Shipments

bundles/packets delivercd locally.

DISTRIBUTION MANZ.GER

Nsstt, Director (Co-ordination).pTI Building
DAVT T NO . 107 e

Eontd. .225



ZINNEXURE VI

APPROVED GUIDE LINES "T"

R SUFLY|REQUISITION
FOR WALI, C2LEND N

6}
ENCLGEMENT DIARY

Calendars and diaries are to be surrlied only to Govt.
departments and ministries including their attached
and subordinate offices.

Public Sector Undertakings and other autonomous bodies
are not to be swlied with DaVP Calendars/diaries . -
since on account of functicnal autonomy such organisa-
tions enjﬂy wrerztc.u_ f reed om XEE XREHe X A XK X AKX SR XSty h
#Hsmi > Xgraxtomxfreaxdtom to print their ~wn
C“lendar/diary/cr publicity literature.

Govt. Departments and Ministries including their
attached and subordinate cffices are entitled to
receive calendars @ one calendar por office room _
occuried by the concerned office. Requisiti ns to DAVPD
should, therefore, be based on the number cf rooms
occupied by the concerned office,

s regards encamgement diary, conly the officers in the
salary scale of Rs3700 above are entitled c©o receive
the engacgement dinry. Requisiti-ns to DAVD should,
therefore, be sup—orted by a list of such officers
giving details like name of the officers, salary scale
anc the desicnation. (Note: Basic salary at any given
roint in not the criteria. Example : 2n officer draw-
in¢ Rs. 3700 in the scale of Rs., 3000-4500 is not
entitled to engacement diary),

Requisiti~n from departments/ministries ne:zd not cover
the rooms occupied by the Minister/Minister of State/
Dy. Minister at OfFlCu and/or residences, as supnlie
are mzde to them direct by DAVP.

The parent/controllin: -ﬁeﬂﬁrtmant/mlnlstry should
coordinate the requiremcnts of their own as well as that
of their attached and subordinate offices and submit
the requisitions duly verified and ap-roved, tc ensure
that all the attached and subordinate offices under
their control are duly covered., (Note: No direct
requisition from any attached/subcrdinate offices will
be entertainad by DavVD).

Contd, .226



Requisiti-ns are required to be submitted for each
office separately on a revised computer basad format
which will be surnplied by DAVP to the parent/contr~olling
department /Ministry, who should ¢=t the requisiti-n
forms filled by their respecti e offices and should
collectively forward thesz requisition formsin oricinal
to Davr duly verified and authonticated by the parent/
controlling department /ministry.

All requisiti-ns from Departments/Ministries and their
attached and subordinate office are regquired to bhe
sicned by an officer nct below the rank of a joint
secretary or equivalent officer.

Cotitde 227
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A ANNEXURE VIT

T PR W ey

Directorate of Advertising & Visual Publicity
Mass Mailing wWing
Planning Section

Sub ject :—

Reference :~ Campaign Officer Note No, dt..

- - S ——

Main despatches cf the above mentioned jobs have boen
completed as per distribution lists/instructions received
from the Campai¢n Officer vide their above referred note as
confirmed by the Despatch Unit at Hgrs., RDC, Calcutta &
Madras,

The details of receipt & despatch are as under:-

5.Na. Lancuace  No.of No.of " Balance in stock for
copies copies meeting acdhoc &

recceived despatched individual demands

T ¢ s A e ey - e T

T Contd.., .228

10.
11‘
12
139
15.

10 .

L%

Copies were distributed @uring the period from
L1 to _'as when the sur-lies were
réceived from the printers :

Assistant Distribution Officer

D.Mur./C.0.(shri
DAVP U.O0- No. E.
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ZNNEXURE VIIT
Diractorate of Advertising & Visual Publicity
Mass Mailing Wing .
(Despatch Secti-n)

Store Keeper may plcecase issuc the followine rublioity
material for distribution/desratch to

S.No.  Namé of the . Languace Quantity

Publications.

Contd,.229

Store Keeper Head Packer Dist, Assistant
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ZNNEXURE IX
Directorate of Advertising & Visual Publicity
Mass Mailinc Wing
Desratch Section

tndent No, Date

Sub ject :—

Please issue packing material as indicated in
Cols ) 4 __below fer packing the conies
of above items of publicity material to:-

Namz of the Packer: Shri
=== TWORK ALLOPIRD DACKING MATERLAL
i5d = 7 AN |
Mode . Nos. O T o 1 ] she I s Ton i
of ' packets ¢ Pundles g G/Cloth | Bagkinc :FByg: SRl
Packing , ! ) '(sheets) 'Nos, 'Grams
- - 1 1 1 g 1
. ] 1 ] L} Six\:’, 1
 § I 1 1 ] i
] 1 Ll ) ] ]
1 [} ] ] 1 1
e —EEI—-'L-H"’-‘--.J- S ‘“l - 1 o wi i i ____"I_‘_“_
1 ! 2 H 3 - 4 5 b6 5
e pm——— S e e e it e P T s i L0 e e i s e

Incharc¢e (Stores) Distt.Asstt./A.D.O.

Signature of the Pagker
Dated

Contd ,.230
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2NNEXURE X

DIRECTORATE OF ARVERTISING & VISUSL PURLDICITY
M25% MAILING ™ING
(DESPATCH SECTION)

Postace Service Stamps worth Rs.

28 indent above have issued,

Certified that the postage service stamrs worth

RS . drawn as above bean used for
despatch of CGovernment Publicity Material that relevant

entries have becen duly made in the despatch register.

Signature cof Despatch Incharge

Do?l-

Eontd. 2.23%
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Book-Post Despatches :

a)

b)

c)

e)

£

h)

i)

RECISTERED PIRCEL D7ISPZLTCHTS

1 cory cdespatch
(wall Newspaper)

lcopy despatch
(Booklet /Poster)

1 copy despatch
(B)oklet/PjstaL)

2copy Qesgpatch
(Booklet/Foster)

- do =

3 to 5 copy desp

(Booklet /FPoster)

6 to 10 copy des

17 to 20 copy de

atch

patch

sratch

21 & above copy despatch

(within poster 1

imit)

-
-

a)

Depending on -we
size from 8 kg.
each packets.

B

i ght &
o 1 kes

f"LNI'T.’_'JXURE AT

acklnﬁ on;;ut frwmdrackers
Ly IWAU-vide Report No.OOM/82, Zpril, 62

On pre-printed wraprens
without service stamps.
300 pkts

In envelopes without
nre-printed addres<es
250 pkts including all
packing processes.

On wrarmers and as
above .
200

In envelone as above &
sutli typing. 200

On wraprer & above 150

On wrap-er cnly and
as above,_etc. 120

On wrap-er etc. & above

80
On wraprer etcs 60
On wrarrer etec. 40

Packing Stichinc¢ 4 to 6
with Gunny Cloth (Derend-
Markings on Bundlas ing ©n

etc. inclusive size
of locading & anad
unloading : welcht

from stores - bundlus
to Despatch ~
wWing to P.O~

Contd, + 232
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BY RAIL/AIR DESPZTCHES:
a) Fer weight betwoecn 2D
koeo to 60 kg. -each

consignmant by Rail.

b) - do - by 2IR

LOC2ZL, DELIVERIES:
A) Depending on quantity
©  and weight.

— Packing
mode as
of Reg.
parcel

— Door
delivery
to wvarious

of fices/

Institutions
etc.

Contd,233
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_bundles

5 deli-
veries
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Directorate of zdvertising & visual
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NMNEXURE XIT

R LWy s e ae

Publicity

DISTRIBUTION BRANCH

e

PUBLICITY MATERIZALS

e — - S

Despatch Late Name of Publicity Catecgory of Aadresses... Lancuace, quota Total conries

No. material under their Ne. & State where per address despatched
despatch(File the material is despatched

r- Ference and
Lancuace)

A e

during the day.

ull M. w.

4, B

A N T

Contd,.234
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_DIRECTORATE OF ADVERTISING & VISUZL PUSLICITY <

DISTRIBUTION BRANCH

PUBLICITY MATERIALS

Despatch Date Name of bublicity Category of /ddresces, Lancuage —Total coplies No. of

No. material under their Nou. & State quota despatched Packets
despatch(File where the material per Propared
reference and is despatched @uring address
Languace ) the day

1 2 2. 4. ] 5a 6. T

———a— - cars e e o e = - s

Contds 235
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DESPATCH WING

B

ESPATCH RZCGISTER

S - R S

Mcde of Despatch

Posted” Stamps
rer rmacket

8.

Total Fostace Number and Remarks
stamps used the Names

2f the

Packers nut

on duty.

10. 11. 125

. AL SIE T A

S— s g

Contd,.236
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ANNFXURE XITT

e me

Direftorate of zdvertising & visual Publicity
Mass Mailing wWing : Despatch Section

Sub ject:

reference : Planning Section U.0. No.

Dated _ _ st fors &=

B ]

Despatches of the above mentiocned jobs .as
advised by the Planning 5ection vide their U.0. referred
above have since bezen complted.

rsstt. Distribution Cfficer

Dive U.0. NO.. ) cdt.

- P e

Contd.es23]
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ANNTXURE XVII

e

Receint & Despatch Régister of Publicity Material

NAME OF THE MATERIAL

LINCULGE

Dates

Name of
printer

Challan lo.
anc Date

Oty. Desp.- Balance
Received

Remarks

Contd, .238
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> |
DNNEXURE XVIII
Directorate of Advertising & Visual Publicity
Mass Mailing wing
(Store ssction)
SUBJRECT :~
Job No, -
This is to acknowledged recelnt of copies of the
above mentiosned material as indicated in Col .No.5-below
received in this section in ¢o>d conditicn from
M/s. shesa s -+ s
5.Nc.  Challan No. Tancuacce  Oty. Aas Qty Date of
& per actu- receipt
Date Challan ally
received
i 3

Asstt, Distribution Cfficer

PP, (Branch) DzvP. PTI Building, New Delhi.
BAVD U.0. NO.76/ 7 86-87(%) Dated :

Contd.239
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AFNEXURE XIX

Dire€torate of advertising & Visual Fublicity
Mass Mailinc¢ Wing
(store Section UDM Cell)

Section

U.D.M Covers/addresces for action in R&P

The Publicity material ©f the above UDMs have
been taken cut g covers/addresces as Cetailed below are sent
herewith for further necessary action.

S.No. | oStates/U.T. No.of ' S.No. States/U.T| No. of
' Covers ! Covers/
Aléresses ' addre-—
: sses
e e s i it i N Gy i
]
1s Uttar Pradesh TCTI L7 = Assam
_______ T T Tttt b L bl H by
2 Macdhya Pradesh y o 1S l Trinura
——— i ey e s e e P e ———t e . SR
3ia Bihar TR .05 A& N
1 Islands
(&
_________________________________ B e
4, Rajasthan i 20 Mechalaya
_________________________________ e s e et s e e
5. Haryana 7 2l arunachal
i od.
——————— s Tt Tl e b
6. | Himachal Pradaesh i, 22 Mizoram
_______________________________ S ST S S SEE =
s Delhi i 23 Aikkim
_______ e B s e e e
Bla Chandicarh 24, l Nacaland
__________________________________ Tm——————— i e s . e e e s e o
e, Mahrashtra 7 abie l Manipur
——————— . (R mmatos o
100 Goa y 26, | Tamil Nach
——————— -J-—-------..—-—-——-—._—.-.——..—.—.___..—._—T...—..—.._——HT———-——-——-————+——-—--———
s 5 9 Gujarat . A2 | Pondicherry
———————— r-'-'--—'—'——"——-—"-—-——-—-——-—-—“'r—-——-—'—--—+—'“——""—'—‘—‘-'-'l""———'-'
12, | Dadra N¢gr., Haveli o 28, - 1 ¥Kerala |
——————— +‘——"'""—'—‘——"‘"-"'-"———-——---‘-———-'-'—T——“~———+—'——“——“———'—+——"——
13. | J & K y 29 l Lakshacveg:r
——————— +_—_—_“‘“"""__-"-"___“""—T—"_“_“” e e L e
14, | T™unjab , 30. | Karnatakal
——————— . i e i
154 Orissa - 31.. ¢ Indhra |
. | Pradesh |
——————— e s Sttt e
16 | West. Bengal i { Total f
: e i e e U 1 e e T L =R L
Asstt. Distributicon Officer
(R & T section) == -~
DAve U.0. NO.41/3/84-Dist. Stores Dt,

Contd ;.. «240
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ANNEXURE XX

SR. || States/Union | No. of T 5. & Date of :oTiess-
No. Territories, ndds., | es-added /deleted
.‘1,:..,., _h_,_é_;};:;m 5 o el i i | T e e
____________________________ e i
R i L, o e i) S I g Ll
< | Himachal Pradesh ;
4.3 1 Madhys Prodech +—_""___—hT """""""""""""""""""""""
R e e o ke e il
é. ‘} Uttar I—‘;ac'!esh .:_ —i!- e
7. ] - Ghon@iaett . | . T P e
B ") DEERL Tegn T_hh?_"ﬁ"f? _______________________
;:.——m J ;I.—'.-Lh:-trashtr:—‘i ____________ Ry eSS
10. -] Gom BT e} i S
11, | emjaver 5 e ol SRR i
12. |- Dafifa Belagas =« o1k, = b
Haveli ' W I AN st e W il
13 i Jammu. & Kashmir ] 4 |
He . pmgem. o b, -t ge S
ZE?_—_Th_BEEQZQ _____ | i SO
Egt___thgé;EHEQS;;I__—""_T__—___—__I ___________ %
I?T—h“%H_Eglgﬁ;ﬁh"_——h__"—f o o e i
MR s e R o e
ng___ff_?;;;;- R Wy L RECT T e
20, | Mechalaya | . Xl S
5T - . - Arumathid) Bracesh . e o S o i, T

e s e e e e e e = e e e, S n

Contdass..241
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A2 # Mizoram | !
i e e

PN e e cusky
o e
e e T
ST s e asmae
L o e . SR
e s

T e e
S g
T

Contta .. 242



- 242
2NNEXURE XXIT

o —— ——

qumat of Comﬂletion Report from RDC s

e

Dlrectorate of Apvertialng ‘& Visual Publicity
: (Recional Distributicn Centre)
Calcutta, Madras.

sub ject : " Name of Publicati-n.

D?s atches of above job have since been completad as per
istribution list/instructicns received from Headquarters
Vldh their U.0. Nc,. _ dt.

S ——

Details of receipt/Despatch are as unceri-

S.No, Lancuace No 2f copies No. of Balance in
3 g received copies stock for
deSPatched mecting ad-"
hoc & unfore-
seen demwnds.

e = - - e e —— e N ]

The copies were despatchad during this reriod from
to on receipt of surwlius from the
printers.

Asstt. Distribution Officer

qutributlﬁn Manacer, DAVD, New Delhi
TI.D. NO, Dt

Contd....243
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ANVEXURE XXIII

e TR LW TR RS

Format of Weekly Reports from RDCs.

o a wmea

Directorate of advertising & Visual Publicity
(Regicnal Distribution Centre)
Ceclcutta/Madras

SUBJECT =~ wWeekly Statement cof Publicity Material ragarding Receipt and

LCespatch for the week : o, _ .
S.Nc. Name of Jcb Previcus Received during Total Despatched Balance
steck the weak stock during the
e = N 3 , week,

Remarks

Asstt,. Distribution Officer

Distributicon Manacer, DAV®, New Delhi

e s e L ]

TiDi NO. dat,
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